[Insert school logo or masthead]	Comment by Author: [CLICK ON EACH COMMENT TO EXPAND THEM AND READ FULL GUIDANCE NOTES]

How to Draft and Finalise the Letter

Fill in Details: Carefully review the letter template and replace all placeholder text marked in red with the specific information for your procurement.
2. Review: Carefully review the drafted letter to avoid incorrect dates, typos etc.
3. Standardise Text Colour: Ensure all red text is changed back to a standard black font colour.
4. Naming Best Practice: To avoid disclosing a tenderer's status (i.e. non-compliant, successful or unsuccessful) through the soft-copy file name, it is recommended to simply name the file as "Letter to [Name of Tenderer]". Do not include the tenderer’s status in the file name itself.
5. Remove Instructions: Please ensure to delete all instruction comments or guidance notes from the final document.

Delete this instruction comment before issuing your letter.

[Insert Company Name]
[Insert Address 1]
[Insert Address 2]
[Insert Address 3]
[Insert Address 4]

[Insert intended date of issuing the letter]

Re: 	[Insert competition title as per your published tender. E.g.: Call for Tender for the provision of Cold Lunch and/or Afterschool Club under the School Meals Scheme to [School’s Name and Roll Number]]


[bookmark: _Hlk210118561]Dear [Insert company representative’s name],

I refer to the tender proposal which your company submitted in response to the abovementioned competition. 
The Call for Tenders (CFT) dated [insert date when the tender was published], defines what must be provided by tenderers to be deemed to have submitted a compliant tender.
Your tender was deemed non-compliant with the terms of the abovementioned CFT for the following reason(s):
[Insert:	Comment by Author: How to Insert Reason(s) for Disqualifying the Tender

If the reason for rejection is because the Tender failed one of the Compliance Checks, there is no need to provide feedback for any of the Qualitative Award Criteria.

If the rejection is because the Tender failed to achieve minimum of 70% of the marks in an award criterion, the letter will include feedback up to that criterion where they have failed. E.g. If they failed to achieve minimum marks in award criterion B.1, the letter will include feedback to criteria A.1, A,2 and B.1. In this case, you are advised to check the template letter to unsuccessful Tenderers, to include a similar table to provide marks and feedback required.

Delete this instruction comment before issuing your letter.
i) Reason(s) for being deemed non-compliant;
ii) The specific section(s) in the CFT being relied upon; and
iii) List (if relevant) any documents not produced, or information not provided in compliance with the section(s) in the CFT.]

I wish to thank you for your interest in this competition, and for the time and effort taken to submit a tender proposal.

Yours sincerely,

Signed ______________________________	Comment by Author: How to Issue a Non-Compliant Letter

Document Preparation:
• Print the finalised letter onto your school’s official headed paper.
• Wet-sign the printed hard copy.
• Scan the signed hard copy to create the official digital version (soft copy).
Issuing Soft Copy: Send the final scanned and signed letter immediately, on the issue date as informed above, using email or the eTenders messaging system (click here for guidance if using eTenders).
Issuing Hard Copy: Send the original, signed hard copy via post (Registered Post is recommended for proof of dispatch).
Timing: Non-compliant letters should issue the day non-compliant status is identified.

Delete this instruction comment before issuing your letter.
On behalf of the Board of Management of 
[bookmark: _Hlk210118638][Insert School Name and Roll Number]
